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Agency 
Town of Sykesville 

Division/Unit 
Treasurer/Clerk 

Item No Description Retention 

Account Journals 

Check Input Journal 

Annual Retreat 

Payroll; ADP 

Accounts Payable 

Baldwin's; lease agreement including addendums and changes, 
financials, correspondence, application and certification for 
payment (rehabilitation project) 

Bankruptcy 

Retain 3 years, and until all 
audit requirements have been 
met, then destroy 

Retain 3 years, and until all 
audit requirements have been 
met, then destroy 

Retain 3 years, and until all 
audit requirements have been 
met, then destroy 

Retain 3 years, and until all 
audit requirements have been 
met, then destroy 

Retain 3 years, and until all 
audit requirements have been 
met, then destroy 

Retain 4 years after termination 
of lease, then destroy 

Retain 3 years after settlement 
of claim, then destroy 

Approved by Department Agency or Division Representative 

Date 

Signature 

Type Name Matthew Candland 

Title Town Manager 

Schedule Authorized by State Archivist 

Date ^ ^ M ^ ^ , . 

Signati 
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Item No Description Retention 

8 Bank Statements/Cancelled Checks/Receipts/Check 
Stubs/Bank Deposit Slips/Disbursements; General Fund 
Account; payroll statements, unposted general ledger 
transactions, all active accounts bank statements (other than 
general fund account) 

Retain 3 years, and until all 
audit requirements have been 
met, then destroy 

9 Audit Reports; correspondence, financial statements, budget 
information, worksheets, financial reports, financial 
disclosures, treasurer reports, report of examination, single 
audit report, auditors reports, general purpose financial 
statements 

Audited financial statements and 
audit reports: Permanent. 
Transfer periodically to the MD 
State Archives. Worksheets, 
correspondence, budget 
information: Retain 3 years, then 
destroy 

10 Charter Permanent. Transfer original to 
MD State Archives. 
Retain copy of charter 
permanently. 

11 Bureau of the Census/Annual Survey Screen annually. Destroy 
material having no further fiscal, 
legal or operational value 

12 Treasurer's Report Retain 3 years, and until all 
audit requirements have been 
met, then destroy. 

13 Budget; miscellaneous information, "budgets and 
amendments", proposal requests 

Retain 3 years, and until all 
audit requirements have been 
met, then destroy. 
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14 Business License Applications; State of Maryland, Carroll 
County 

Retain 3 years, and until all audit 
requirements have been met, 
then destroy 

15 Cable Retain 3 years, and until all audit 
requirements have been met, 
then destroy 

16 Carroll County Administration; MML correspondence/bylaws, 
other city correspondence 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development, and 
accomplishments of the 
department. Transfer 
periodically to the MD State 
Archives. 

17 Check Registers Retain 3 years, and until all audit 
requirements have been met, 
then destroy 

18 Codes of General Ledger Accounts; includes guides and chart Retain until updated or 
superceded, then destroy 

19 CDBG (Community Development Block Grants); application, 
citizen participation, grant agreement, HUD grants, reports, 
financial statement 

Retain for 5 years after 
completion of all grants, then 
destroy 

20 Board of Elections (local only); old election files, old election 
rolls, general and special elections 

Retain 20 years, then destroy 

21 Employment Retirement System; social security information, 
reporting instructions (contains but not limited to: health 
insurance, life insurance) 

Retain 3 years after termination 
of employment or 1 year after 
plan termination, then destroy 
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22 Council Minutes; Mayor and Town Council minutes; includes 
meeting notes, memos, faxes, agendas, tapes 

Permanent. Transfer 
periodically to the MD State 
Archives 

23 Correspondence; former Town Mayor, Schumacher, Oler, 
Chessie System (CSX), Town Council, Lexington Run 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the MD State 
Archives 

24 Benefits; insurance financials, LGIT, MML invoices, deferred 
compensation, participants surrender audit, PEBSCO payroll 
deduction authorizations, remittance reports, PEBSCO 
retirement, Great West plan summary, group insurance report, 
premium information, correspondence (contains but not limited 
to health insurance, life insurance) 

Retain 3 years after termination 
of employment or 1 year after 
plan termination, then destroy 

25 Fiscal Research Bureau; regarding subdivisions in the state of 
Maryland, correspondence regarding uniform financial report 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
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Item 
No. Description Retention 

26 FEMA submission Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain 3 years, and until all 
audit requirements have been 
met, then destroy 

27 

28 

Fall Festival; car rally information, invoices, promotional 

Ethics Commission; financial disclosure, public ethics 
inquiries 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the MD State 
Archives 

29 Developers Escrow Accounts; close accounts (1996- 1999), 
current accounts ( 2 0 0 4 ) 

Retain 3 years, after account 
closed, and until all audit 
requirements have been met, 
then destroy 

Retain 3 years, and until all 
audit requirements have been 
met, then destroy 

30 

31 

Disbursements 

Employment Applications; various positions 

Retain for 1 year for advertised 
position, if not hired, then 
destroy. Retain 1 month if 
unsolicited, then destroy. If 
hired, add to personnel file. 
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No. Description Retention 

32 Engineering Statements Retain 3 years, and until all 
audit requirements have been 
met, then destroy 

33 Equipment Purchase; Baler/cardboard Retain for equipment life and 3 
years, then destroy 

34 Equipment Sale; gas pumps sale (underground storage tanks), 
tractor 

Retain 3 years, and until all 
audit requirements have been 
met, then destroy 

35 Garnishment Retain 3 years, and until all 
audit requirements have been 
met, then destroy 

36 Gas and Heating Oil Retain 3 years, and until all 
audit requirements have been 
met, then destroy 

37 Gas Tickets/Tipping Fees; gas receipts, credit card receipts, 
dump fees 

Retain 3 years, and until all 
audit requirements have been 
met, then destroy 

38 Message books Retain 2 years, then destroy 

39 Maintenance and administrative fees (public works 
administration) 

Retain 3 years, and until all 
audit requirements have been 
met, then destroy 

40 Local Government Finances in Maryland (reports to the 
governor and general assembly of Maryland) 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 

41 Lease Agreement Retain for life of lease 
agreement plus 4 years, then 
destroy 

42 Investment Policy and submissions; correspondence with state 
treasurer, Maryland investment policies and procedures, local 
government investment report 

Retain until updated or 
superceded, then destroy 
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No. Description Retention 

43 Paid Bills/Invoices/Receipts/Receipt Books; MML Health 
Insurance, dumpster, visa, attorney, Ballard (old system and 
new system, progress reports), Park Nature Trail 
Guides/Originals(payment for contract work), Daily Work 
Records(copies of paid invoices for road work, state aid data 
form),cancelled checks 

Retain 3 years, and until all 
audit requirements have been 
met, then destroy 

44 HUD Financials; application, single audit report, engineering, 
citizen participation, financial, housing rehabilitation loans, 
grant 

Single Audit Report: Retain 
permanently, transfer 
periodically to MD State 
Archives. Grant Documents 
and Information: Retain for 5 
years after completion of grant, 
then destroy 

45 Inspection Fees; invoices, lists of fees, check copies Retain 3 years, and until all 
audit requirements have been 
met, then destroy 

46 Impact Fees- Town of Sykesville; reports Retain 3 years, and until all 
audit requirements have been 
met, then destroy 

47 General Ledger Permanent. Transfer 
periodically to the MD State 
Archives 

48 Mortgage- Police Station Retain for life of ownership of 
building plus 6 years, then 
destroy 

49 Software and software manuals; updates to accounting software Retain while in effect plus 1 
year, then destroy 

50 Social Security Reports Screen annually. Destroy 
material having no further 
fiscal, legal or operational 
value. 
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51 Semiannual Property Tax Payment System; implementation 
issues and answers, charter provision correspondence 

Retain 3 years, and until all 
audit requirements have been 
met, then destroy 

52 Revenue Sharing Trust Fund, Revenue Sharing (U.S. Treasury) Retain 3 years after Trust Fund 
expires and until all audit 
requirements have been met, 
then destroy 

53 Resolutions Permanent. Transfer 
periodically to the MD State 
Archives 

54 Receivables and Transfers Retain 3 years, and until all 
audit requirements have been 
met, then destroy 

55 Real Estate Tax Service requests Retain 2 years, then destroy 

56 Public Information Disclosure requests Retain 2 years, then destroy 

57 Purchase Order Books; purchase orders, Swain Paper Company, 
paper products 

Retain 3 years, and until all 
audit requirements have been 
met, then destroy 

58 Payroll Register Retain 3 years, and until all 
audit requirements have been 
met, then destroy 

59 Payroll Reports Retain 3 years, and until all 
audit requirements have been 
met, then destroy 

60 Payroll Journal Retain 3 years, and until all 
audit requirements have been 
met, then destroy 
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61 Payroll/Employee pay information; merit pay adjustment, bonus 
pay, letters of recommendation 

Retain 3 years and until all 
audit requirements have been 
met, then destroy 

62 Paycheck stubs Retain 3 years and until all 
audit requirements have been 
met, then destroy 

63 Sykesville Recycling Center; lease information correspondence Retain for life of lease plus 4 
years, then destroy 

64 Summary Worksheets; receipts and disbursements Retain 3 years and until all 
audit requirements have been 
met, then destroy 

65 State aid for police protection/grants; work papers, financials, 
Department of Justice reports and programs 

Retain for 5 years after grant is 
completed, then destroy 

66 Tax and Insurance records Screen annually. Destroy 
material having no further 
fiscal, legal or operational 
value. 

67 Maryland Withholding Guides, circular E Retain until updated of 
supercede, then destroy 

68 Tax; gas, motor vehicle Retain 3 years, and until all 
audit requirements have been 
met, then destroy 
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69 Lien releases Retain for 3 years after liens are 
released and audit requirements 
have been fulfilled, then destroy 

70 Computer loan Retain 3 years after loan is paid 
and until all audit requirements 
have been fulfilled, then destroy 

71 Loan documents Retain 3 years after loan is paid 
and until all audit requirements 
have been fulfilled, then destroy 

72 Eldercare Bond Reports and Statements Retain for 20 years, then 
destroy. Prior to destruction, 
review for extended retention 
requirements 

73 Infrastructure Bonds Retain for 20 years, then 
destroy. Prior to destruction, 
review for extended retention 
requirements 

74 Revenue Bond/M & T (formally Alfirst) Investment Group; 
statement of accounts 

Retain for 20 years, then 
destroy. Prior to destruction, 
review for extended retention 
requirements 

75 Tax Rolls Retain 20 years, then destroy 

76 W2's, W 3 ' s a n d W 4 ' s Retain 3 years, and until all 
audit requirements have been 
met the destroy 

77 Zoning Certificates and Zoning Permits/Carroll County 
Financials; permits and fees collected, correspondence, permit 
applications and zoning certificates 

Retain 3 years, and until all 
audit requirements have been 
met the destroy 
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78 Train Station/Dearie ERA, financial statements: statement of 
mortgage account, operating statement, correspondence, lease 
agreement, landlord credit information 

Retain for life of 
lease/mortgage plus 4 years, 
then destroy 

79 Uniform Financial Report/State Reports Permanent. Transfer 
periodically to the MD State 
Archives 

80 Visa Bills Retain 3 years, then destroy 

81 Vehicle Repair Parts; invoices Retain 3 years, then destroy 

82 Timesheets/Timecards Retain 3 years, then destroy 

83 Y2K Retain 1 year after event, then 
destroy 

84 Vehicle Titles; copies (originals at bank) Retain for life of ownership of 
vehicle plus 1 year, then 
destroy 

85 Trail Balances Retain 3 years, and until all 
audit requirements have been 
met, then destroy 

86 Sykesville Development Corporation; bylaws, minutes, actions, 
agreement 

Screen annually. Destroy 
material having no further 
fiscal, legal or operational 
value. Retain permanently 
minutes, bylaws and any 
material that serves to 
document to origin, 
development and 
accomplishments of the 
department. Transfer 
periodically to the MD State 
Archives 
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87 Bulk trash permits Retain 3 years, then destroy 

88 Credit Applications filed; credit applications to contractors and 
suppliers for town business 

Retain 3 years after contracted 
service has been completed and 
until all audit requirements 
have been fulfilled, then destroy 

89 Carroll County Department of Public Works and Sanitary 
Commission; permits, resolutions, ordinances, correspondence, 
memos 

Screen annually. Destroy 
material having no further 
fiscal, legal or operational 
value. 

90 Water/Sewer; State correspondence, legal notice, Carroll 
County correspondence, presentation of the projected water 
system for the Town of Sykesville, reports and financials 

Screen annually. Destroy 
material having no further 
fiscal, legal or operational 
value. Retain permanently any 
material that serves to 
document the origin, 
development and 
accomplishments of the 
department. Transfer 
periodically to the MD State 
Archives 

91 Legal/Personnel; case Retain for 5 years after final 
settlement, then destroy 
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92 Radio Station; license, FCC rules and regulations, Certification 
of Calibration, Certificate of Accuracy 

Retain until updated or 
superceded, then destroy 

93 Capital Improvement Program Journal Retain until project is 
completed plus 10 years and 
until all Federal, State and 
Local audit requirements have 
been fulfilled, then destroy 

94 Tax; Mortgage Company tax bill transfers Retain 3 years, and until all 
audit requirements have been 
met, then destroy 

95 Maryland Investment Pool/MLGH/MLGIP; Trust Division-
Investor Advisor Reports, bank financials, correspondence, 
monthly investment analysis statement 

Retain 3 years, and until all 
audit requirements have been 
met, then destroy 

96 Personal Property Journals Retain 3 years, and until all 
audit requirements have been 
met, then destroy 

97 Warfield billing and financial documents; timeline, financials, 
invoices, memorandum of understanding with Maryland, posted 
general ledger transactions 

Retain 3 years, and until all 
audit requirements have been 
met, then destroy 

98 Traders' Licenses (includes reports of Carroll County Circuit 
Court); State of Maryland (Carroll County) 

Retain 3 years, and until all 
audit requirements have been 
met, then destroy 

99 Workers Compensation; claims Retain notice of claim with no 
further action for 5 years 
following the year to which 
they relate, then destroy. 
Retain notice of claim with 
lawsuit filed for 5 years after 
settled, then destroy 
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100 Racing Fund; attorneys' bill, Maryland Code Requirements 
Definition, 2 legal documents (court case - unsigned, 1 signed) 

Retain notice of claim with no 
further action for 5 years 
following the year to which 
they relate, then destroy. 
Retain notice of claim with 
lawsuit filed for 5 years after 
settled, then destroy 

101 Project financials; Warfield billing Retain 3 years, and until all 
audit requirements have been 
met, then destroy 

102 Posting journals Retain 3 years, and until all 
audit requirements have been 
met, then destroy 

103 Storm Drain Construction; invoices, contracts, grants, 
inspections, easement acquisitions 

Retain study, planning and 
easement documents 
permanently. Transfer to MD 
State Archives. Retain 
remaining documents for 5 
years after final grant payment, 
then destroy 

104 Taxes-(SDAT) Department of Assessment and Taxes; includes 
state certification, payments 

Retain 3 years, and until all 
audit requirements have been 
met, then destroy 

105 Delinquent taxes receivable Retain 3 years, and until all 
audit requirements have been 
met, then destroy 

106 Taxes; 941 's Retain 3 years, and until all 
audit requirements have been 
met, then destroy 

107 • Tax checks; 941's, state, county Retain 3 years, and until all 
audit requirements have been 
met, then destroy 
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108 Taxes; Personal Property, State, Sykesville Development 
Corporation, tax bills (delinquent/current), collection reports, 
correspondence 

Retain 3 years, and until all 
audit requirements have been 
met, then destroy 

109 Tax receipt books Retain 3 years, and until all 
audit requirements have been 
met, then destroy 

110 Admission Taxes; from State of Maryland to city of 
Sykesville 

Retain 3 years, and until all 
audit requirements have been 
met, then destroy 

111 Taxes; town Retain 3 years, and until all 
audit requirements have been 
met, then destroy 

112 Tax Revenues; County, State, County shared tax revenues Retain 3 years, and until all 
audit requirements have been 
met, then destroy 

113 Tax; Pennsylvania Retain 3 years, and until all 
audit requirements have been 
met, then destroy 

114 Tax; Maryland Retain 3 years, and until all 
audit requirements have been 
met, then destroy 

115 Tax Manual; listing of exempt accounts, taxes paid, State 
Department of Assessments and Taxation; correspondence, 
real property tax roll summary, municipal property taxes 

Screen annually. Destroy 
material having no further 
fiscal, legal or operational 
value. 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

Schedule No. M-172 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(CONTINUATION SHEET) Page 16 of 18 

Item No Description Retention 

116 Carroll County Assessments/extracted records; account 
numbers 

Retain 3 years, and until all 
audit requirements have been 
met, then destroy 

117 Taxes-Town; correspondence, mortgage sale, town roll Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document to 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to MD State 
Archives. 

118 Tax Levy; certification Retain 3 years, and until all 
audit requirements have been 
met, then destroy 

119 Property Tax Records- General Ledger; large, old, handwritten 
ledger 

Retain 3 years, and until all 
audit requirements have been 
met, then destroy 

120 Franchise Taxes; State of Maryland Retain 3 years, and until all 
audit requirements have been 
met, then destroy 

121 Tax Documents/Receipts- Federal and State; financials, 
reports, check stubs 

Retain 3 years, and until all 
audit requirements have been 
met, then destroy 
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122 Ordinances; violations, Town of Sykesville critique by General 
Code Publishers, codification project, contracts and zoning 
(originals and copy), proposed, pending, actual, #106 

Retain originals permanently; 
transfer periodically to the MD 
State Archives. Remaining 
documents, screen annually. 
Destroy material having no 
further fiscal, legal or 
operational value 

123 Ordinance Book; copies and originals Retain originals permanently; 
transfer periodically to the MD 
State Archives. Remaining 
documents, screen annually. 
Destroy material having no 
further fiscal, legal or 
operational value. 

124 Ordinance Committee- Town; grass/vegetation; property 
maintenance; solid waste/garbage/refuse, (includes ordinances 
from 1989), letters, memos, meeting minutes 

Retain originals permanently; 
transfer periodically to the MD 
State Archives. Remaining 
documents, screen annually. 
Destroy material having no 
further fiscal, legal or 
operational value 

125 Ordinances-Compilation of Development and Utilities; #106 
zoning, #145 storm water management, #167 flood plain, #129 
cable television 

Retain originals permanently; 
transfer periodically to the MD 
State Archives. Remaining 
documents, screen annually. 
Destroy material having no 
further fiscal, legal or 
operational value 
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126 Ordinance- Proposed Solid Waste Collector and Disposal; 
correspondence and draft ordinance 

Retain originals permanently; 
transfer periodically to the MD 
State Archives. Remaining 
documents, screen annually. 
Destroy material having no 
further fiscal, legal or 
operational value 

127 Ordinance violations/infractions Retain 3 years after settled, 
then destroy. 



Retain 3 years, and until all audit 
requirements have been met, then 
destroy 



i Retain 3 years, and until all audit 
requirements have been met, then 

I destroy 
V 





Retain 3 years, and until all audit 
requirements have been met, then 

_ destroy . 



Retain 3 years, and until all audit 
requirements have been met, then 

v destroy 



Retain 3 years, and until all audit 
requirements have been met, then 
destroy 






